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Budget

Schedule

Date Item

Wedneglay,

December 4, . - . . . .
Budget system{BFM)virtual training sessions on Microsoft Teams. Available in the Employee

2022,to Thursday . :
Portal eLearning after this!

December 5,

2022

December20,

2023 BFMopens to Departments

January 2022 Optional 1:1training sessions with BAD analysts and their own departments.

Friday, January
20, 2023

Technology Project Proposals due to COIT through SharePoint for all IT projects greater th:
$100,000.

GFS capital and NGFS Capital projects that go throughr€Rhe submitted in the budget
system.

Tuesday, February
21,2023
5PM

.Chartermandated due date for all departments to submit their budgets. All forms should be

Adzo YAUGGSR (2 (GKS alé2Nna . dzRISHG hFFAOS 63
both PDFs and in Excel.

.Links to department budget submissions willlbl2 4 4§ SR 2yt AyS 2y (KS
https://sf.gov/topics/budgetper ordinance 191072.

.Ct SSi NXBIdzSadida NS RdzS (42 a.h FyR /Adeé& ! H

.Nonfleet equipment requests are due through budget forms to MBO
.All nonGeneral Fund Support capital projects funded should be loaded by departments into

budget.

Monday, May 1,
2023

AllbudgetNS £ I § SR NESt&BaaN,

legislation.

fSaratlriAzy Rdz8I G2 S

Thursday, June 1,
2023

Mayor's Proposed Citywide Budget is introduced to the Board of Supervisors.

Friday, July 28,
2023

Last day for Board of Supervisors to adopt the 4ear budget.

Friday, August 25,
2023

Department Budget Certification Letters are due to the Controller and Mayor.
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FY202324 and 202425 Key Dates for Department Budget Development:

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 JANUARY 2 HOLIDAY 3 4 5 6 7
Subsetting Subsetting
request due by request due by
noon noon
8 9 10 11 12 13 14
Subsetting Subsetting
request due by request due by
noon noon
15 16 17 18 19 20 21
HOLIDAY Subsetting Subsetting
request due by request due by COIT and
noon noon Capital
proposals are
due by 5 pm
22 23 24 25 26 27 28
Subsetting Subsetting
request due by request due by
noon noon
29 30 31 1 FEBRUARY 2 3 4
Subsetting Subsetting
request due by request due by
noon noon
5 6 7 8 9 10 11
Subsetting Subsetting
request due by request due by
noon noon
12 13 14 15 16 17 18
Subsetting Subsetting Subsetting Subsetting LAST
request due by request due by request due by request due by Subsetting
noon noon noon noon request - due
LAST DAY TO by noon
REQUEST NEW
PSOFT CODES
19 20 21 22 23 24 25
HOLIDAY

Department 6 s

budget
submission is
due to the
Mayor and

Controlll ¢

Offices by 5 pm
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Department Budget Submission Checklist

To becompleted by All departments.

Instructions Submit this completed cover sheet with your budget submission and ensure all applicable forms below are
included with your submission.

Department Name:
A Summary of Major Change$: 2 YLX SGYSRu!GYCNEY Yl NBE 2F al 22N/ Kl y3aSaé
ddzo YAGGSR Ay RSLINIYSyidQa o0dzZR3ISEG LINRLRALFT ®

A Proposed GRarget reductions
A Department Budget SummanCompleted "Form 1B: Department Budget Summaiyie sibmission
includesa copy of report #15.50.012.

A RevenueReportt 2 YL SGSR aC2N)Y H!Y wS@OSydzS wSLR2NI®E Oomp Pondn.
A Fees&Finest 2 YL SGSR GC2N)XY H.Y CSSa 3 CAySaodé
A CostRecovery: 2 YL SGSR aC2N) H/Y /280 wSO2FSNE dé
A Expenditure Change$: 2 YL SGSR GC2NY o!Y 9ELISYRAGIINE / KlIy3asSaovég 6
A 5SS LIINRBLINAI GA2ya TaiRdicatelifhhks2 Até iscBded\il yQur submit@dbilidget, and please
explain in the expenditure changes form 3A
A Position ChangeCompletedd C2 NY o. Y t2aA0A2Yy [/ KIy3aSaodé ompPdondnnn
A Equipment & FleetNew General Fund Equipment (Form 4A) and Fleet Requests (Form 4B) to be made in BFM.
A Minimum Compensation OrdinanceBy checking this box, the department confirmsttttee effects of the MCO in
contracting have been considered as part of the budget submission. (See p. 9)
A Proposition J Description, Summary, City Cost, Contract (Retjuired for all existingndnew Prop Js.
A Interdepartmental Services Balancinincluded Excel download of DepartmentDS Form Balancing Report from
BFM Reporting.
A Organizational ChartsSubmission contains updated positi@vel organizational charts for your department, with

indication if the position is filled (F) or vacant (V). Orgatidnal charts also reflect any proposed position changes.

A New Legislation:

A Included draft legislation that department would like to submit with the budget; or,

A Draft legislation in progress at this time. A description of the proposed changes is inaittied
G{dzYYFrNE 2F al22NJ/KIy3Sa¢ {lofSo ! 3R/RIafdfinab A f f
submission by/1/23.

A Other RequestsSubmitted requests for the following items:

A COITthrough separate formg see page 31 of these instructions
A Capitalg CPC funded capital requests are made through the budget system, BFN@83l/

For Chief Financial Officer/Budget Manager:
| have reviewed the attached budget submission and affirm thatplicable forms checked off above are included in my
RSLI NI YSYy(Qa oatarmkdéen subzitt¥titioagh the proper online forms

Full Name:

Signature:
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Introduction ¢ User Guide

This document contains the Mayor's dfice policy instructions, technicalinstructions, and submission fornfer
preparation of the FY2023-24 (BY) and FY2024-25 (BY+1) budgets.

The document is divided into five major parts:
Section | ¢ New Instructions: Outlineskey changesto look for in this yearQ iéstructions.

Section Il - Mayor's Office Policy Instructions: Outlines the Mayor's Office policy instructionsfor the
development of the budggt.

Section Il - Budget Submission Farms and Instructions: Provides te required budget forms.

Section IV - Technical Instructions: Qutlines the organization of the budget process ad highlights dhanges
from last yearQ Budget instructions.

Section V - Appendces Provides additional policies, processes, and forms to help departments complete
budgetsubmissions

Looking for more information? Go to the Budget Systesme page Budget Formulation & Management (BFM),
for electronic versions of Instructions aBaidget 6rms, and other Blpful links

®5F BUDGET Home Links

My Dashboard v

Reference Projections Today Budget Instructions Budget Instr. Forms

ChartField Request Fo ...

Click here to access ChartField Click below to

- ot

For questions concerning the MayorQ afficéPdicy Instructions, contact® 2 dzZNJ RS LI NI YtBey 6 Q& | y I f
MayorQ audget Office. For questions concerning technical guidancand/or using thebudget system, contact

@ 2 dzNJ RS LI NI Y the/Qinfailer's Bydbet Qffiée ivoudgpartmeni(i @esignated analystsin the

MayorQ Budget Office, Controller's Budget Office> | YR / 2y G NRff SNR& ! O02dzyiAy3 h
listedin Appendix | at the end of this document.
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Section

New Instructions & Key Reminders

Changes to Instructions

Form 1A updatesC2 N wm! Kl a 0SSy dzLJRFGSR G2 AyOfdzRS € y3dz 3¢
meet the general fund targets and what current year positions and vacancies are reflected in the final budget

adzo YAAAaA2Y® DAGSY (KA A ningdoreS&ice @ivéy whilR ineeling Qrded, thésg” Y I A y
guestions seek to understand how departments are prioritizing current operations while making responsible
adjustments

Form 2B updateNew! In the FY 20224 and FY 20225 budgetcycle,thé¢ 2 Vv i NP f f SNDR& hFTFAOS ¢
2B as the basis for its annual fee certification process. We will certify fee levels by April and May of each yeatr, in
parallel with the compilation of the Master Fee Schedule, so that changes in the fee levels cathbeeflected

in the revenue budgets. Please carefully read the related updates in the instructions for the updated form 2B.

Department Request Stage Use of 519010 Accagdéepartments will need to remove use of the 519010 account

intheir LINR LI2ASR 0dzRISGax a GKAA Aa .NdoankNEdGRd iF thidNdcoouhty ( NE
codein department submissions will be considered errors and correctwiishe made TKS | f G SNY | G A O
FR2dzadYSyGaég oltryOAya | O02dzyi pmdpddn YIFe 06S dzaSR 01

Departments with Fxed Two-Year Budgets: FY 20224 is the second year in the twaar fixed budget cycle for

the Airport, Port, Safrancisco Public Utilities Commissiand Municipal Transportation Agency. In this second

year, these departments will adjust their budgets to accommodate updétesRS o6& GKS / 2y I NRf f ¢
as thoseto Salary and Fringe Benefits, at a minimdmese fixeebudget departments may adjust other

expenditures and revenues to absorb these changes, and/or may make additional amendments to their budget.

Net increases to the bottom line will require Board of Superviapmoval. Additionally, psitive a negative

changes inthe FY202324 revenues and expenditures greater than 2.5% in geffienalsupported funds and 5%

in nongeneralfund supporied funds even when staying within the prior approved bottom limél] require Board

of Supengors approval. Thesacrementalchanges will be brougtiothe. 2  NR 2 F { dzLJSNIJA & 2 NA
Proposed June 1st budget via a supplemental appropriation ordinance

System Access

For more information on system access as a new user, please rei@pendix Below.

Key Reminders

Revised Budget Forms and CheckiBeveral adjustments were madettee prioré S+ NR& 06 dzR3ISG & dz0 Y
G2 o0SOGSNI KStLI SELXFAY GKS YIF22NJ OKIFy3aSa adomYAOGGSR |
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Form 1A (Summary of Major Changes) asks specific questions about changes in the departmental budget
submission, prompting departments to providehighlevel budget narrativevith a focus orhow departments
plan to meettarget reductions

Employee Recognition @bs ¢ Employee recognition costs should be budgeted in account 52B0&58loyee
Recognition

Forms 2ARevenue ReportBA (Expenditure Changes), aB (Position Changegye completed by running an
audit trail report after completing budget entries BFM filtering on the appropriatéccount kvel 5 for revenue
and providing a brief explanation for eachange

Form 2B(Fees and Fines) for all existing fees, fines, and service charges, an2idtéaa Cost Recovery) for any
YySs 2NJ Y2RAFASR F¥SSaszx FTAySax 2N aSNBAOS OKINRHSa 6as
appropriate fees and fines).

Prop Jrormsfor BYare requiredfor recurringor newrequests to contract out work previously done by City

workersor that could be done by Cityorkers. The Airport, IMTASF Public Utilities Commission and Parte

approved Prop Js for the second yeattddir two-year cycle, the upcoming BFYY2023-24 and do not need to
resubmitthesedzy f Saa GKSNB KI @S 6SSy OKIy3aSa airyOoS ftLrad &St

Supporting documentatiorshould be included, as a remindarcludingDepartment Total Budget Historica
Comparison (including budget summary report #15.50.008partment- IDS Form Balancing Report,
organizational chartandnew proposed legislation (draft language or summary of intended legislation is
acceptableorior to submiting final legislation byay 1, 2023.

Chief Financial Officers or Budget Managers must complete and subndit5h& LJ- NIi YSy i . dzR3ISG { d
| KSO1tAale 2 NKEGABMEWSAKINEYSYyiQa adzoyYArAaarizyod ¢KAa O
R S LJ- NJIiefeSignic@rid physical submissions and is availadieK S & . dzZR3ISG { dzo YA &aaAz2y C
LYadNHzOGA2yaé A80GAZ2Y O

Department Budgets Posted Onlinén addition to electronic copies of budget submissions, departments must
also post their budget submissionforh Y S® ¢ KS / 2 y fodtBepdrt@aniidudgét SuBmisSiéhs an ihé €
SF Budget Websititps://sf.qov/topics/budget Departments will alste required topost theirFY202324 and
FY2024-25 budget priorities, publiecneetingdates and materials, andepartment phase budget submiss®on

their own department websites.

Department Hearingstn accordance with the adopted Budget Approval Process legisl&@amifistrative Code
Section 3.R most departments need to hold one public meeting for public inputtogir departmental budget
priorities after the Mayor issues budget instructions in December, and one hearing at least 15 days later and no
later than February 4, to solicit public input otheir budget submissions. Linksttoe date of these hearingand
depatment budget submissionshall be posted on the Controller weike https://sf.gov/topics/budget.

Interdepartmental Services (IDS) Balancing repdthterprise PlanninBFM Reportingontains a report
containingbothét KS LISNF2NXAyYy 3 YR NBIjdzSadAy3a RSLI NIYSYy(iQa od
underii KS . I £ I y OD¢partméntcdDS Farm BafartiRy Répért

Minimum Compensation OrdinancéVhen preparing proposed budgets and requests for supplemental
appropriations for contract services, City departments that regularly enter into agreenrttsef provision of
services byonprofit organizatiors shall transmit with their proposal a written confirmation that the department
has considered in its calculations the costs that the Nonprofit Corporations calculate that they will incur in
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complying vith the Minimum Compensation Ordinance. Please indicate that your department has considered this
by checking the MCO box in the Department Budget Submission Checklist to be returned with your budget
submission.

Equipment TitlesAll budgeted pieces of equipment must have unique, descriptive, and specific titles. Equipment
tittes cannot be generic or encompass a broad variety of uses. Any title that is found to be generic will be required
to be changed.

New User FormsTheonline SF Budget System Access Reqfest to request access to the budget system is
availablein SF User Suppolfittps://sfemployeeportalsupport.sfgov.org/support/catalog/iten®13.

Supervisors must select the appropriate role for the useriude proof of completion ahe required trainings for

the requested roleand submit this ticket to indicate approval of the requddéw budget systemsers will gain

access aftecompletion of the required training has been verified by C&Ntems and #éaSF Budget System

Access Request has been reviewed®y/ 2 Yy i N2 f £ SNR& hF¥TFAOS .PledsatSthatthey R | Yy I
Safari browser on Mac it supported by BFM. Users must uSkrome, Firefox, or Microsoft Edge to access BFM.

Equipment and Fleet RequestBudget requests will be submitted as a Budget Forrthe budget systenmwith
Department budget subimsions New GFS requests and changethmexisting GFS approved equipment budget in
FY 20224 will not be part of the total $ amount in department budget submissj@msl will not be visible in eturns

Capital Request Coding InformatioReopleSoft chart fields are required with yowon-Capital Projects

Committee (CPC) adbn-GeneralFundCapital Budget request submissioRsaceholder codeare availableor

new CPC project requesBhartfields for gisting projects will be prepopulatedinCa Qa OF LJA G Fbut NXB |j d:
new project requestshat are fundedwill ultimately require new codes. Please be sure to review this change in the
CapitalBudget requests instructions below.

Organizational Charts: Departments are reminded thatrganizationatK I NIi & | NB R dBudgét@dfficd KS a
with their budget submissiorThisshould include a higlevel chart thatshowsonly major departmental

structures, as well as charts for all major divisions dtavile job classificationswith indication of if the position

is filled or not. Anyroposedposition changes within the budget submission should be reflected in these
organizational chartdDepartments must clearlydicatewhich positions reflect propged changes on their
organizational charts.

Policy for Restoring Items Rejected by the Mayor or the Board of Supevisors Pursuant to San Francisco Charter

/I 2RS {SOGA2Y dpdPmMmM0oOoO0 YR ! RYAYAAUGNI GAQBS / 2RS &aSOGA:
Supervisors recommends a supplemental appropriation ordinance after the adoption of the budget for any fiscal
years and prior to the close of the fiscal year containing any item which had been rejected by the Mayor in his/her
review of departmental budget estimates for the fiscal year or which had been rejected by the Board of

Supervisors in its considerationthie Mayor's proposed budget for the fiscal year, it shall require a vote of two
GKANRA 2F Fff YSYOSNER 2F (GKS . 2FNR 2F {dzZLJSNDAa2N&E O

This provision applies to an entire supplemental appropriation ordiramhen the Mayor or the Board of

{ dZLISNIDA 82 NBE NBRdzOSE SELISYRAGAINBA Ay | RSLINIYSYydQa
Departments should be aware of this provision before increasing budget appropriations that could be

subsequently reducedn Mayor or Board phaseShould a department adjust appropriations and have these funds
reduced in a subsequent phase, adjustments to restore the appropriation during the budget year will tequire
approval of twethirds of the Members of the Board of Sarpisors. For example, if materials and supplies

expenditures are decreased during the Board phase of the BY budget in a department, and then during BY that
department wishes to restore some of that decrease, 2/3 of the members of the Board of Supemiisoezd to

approve the supplemental appropriation containing that materials and supplies budget restoration. Departments
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I NB
BFM

2 RA&Odzaa

L2 GSYGAlL f

AyONBI asa

Please note that reductions proposed tigpartments by inclusion in the department budget submission, and

accepted by the Mayor and Board of Supervisors, would not require dHings vote if subject to a supplemental
appropriation ordinance to restorthat reduction after the budget is approved and enacted.

| KAt RNBY Q&K A.{ IRANStYyAQES o aSt Ay S
Kl NIFASEROD
aged youth baseline, formerly FAY, is coded as Activity Type 00009.

| KAt RNBYy Q&

ALSYRAY3I Aa
6 aSt Ay S Actidite Type HO0BSpand| Tyadsiiohal |

heldctdity S R

November 2018 Proposition Our City Our Hom¢OCOHBaseline TheOCOHbaseline spending is tracked by
using thefollowing Activity Typsembedded in the Activity chart fiel€Please do not rallocate existing baseline
budgetin theseActivity Types toother Chartfields.

‘oo010
‘ooo11
fooo12
‘00013
‘00014
"00015
‘o006
‘00017
‘o001
‘00019
"o0020
‘ooo21
‘00022
‘00023
'00024
"00025
‘00026
‘00027
‘00022
'00029
'o0020

Permanent Housing — General
Perm Hsg ShortTerm RentSubsidy
Perm Hsg Homeless Youth 18-29
Perm Hsg Homeless Families
Homeless Shelter

Homelessness Prevention

Mental Health

Perm Hsg —General & Children
Perm Hsg STRentSubsdy&Children
Perm Hsg HomelessYouth&Childrn
Perm Hsg HomelessFams&Children
Homeless Shelter & Children
Homelessness Prev & Children
Mental Health & Children
Permanent Housng General & TAY
Perm Hsg ST Rent Subsidy & TAY
Perm Hsg Homeless Youth & TAY
Perm Hsg Homeless Family & TAY
Homeless Shelter & TAY Baselin
Homelessness Prevention & TAY
Mental Health & TAY Baseline

BFMBudget Submission Button:
Pl &S R2 y2iG Of A O] thelBEM forin§adado¥idtian én theysrinmiiLtigd tditlyat button.

Budget Submission:t £ S+ a$
/| 2y GNRff SNRA

adzooYAaaAizya oAfft
excel submission, as you will be asked to resubmit asilsiéeggDFand in the interim there will not be a budget
submission posted on the budget website.

Deappropriations in the budget It is not recommended that the deappropriations are entered in the budget, as
I RRA ( %igdvyDepfartniests/tiiaNiB subntt Ndagprogridtidna & privdyear

budgeted items in the upcoming AAO must identify these when submitting their budgets, including justification.
Prior Yeade-l LILINB LINA I G A2y & NBIj dzA NE / 2y (laN@oked.S N &

iKS®8

NB lj dzA NB

adzo YA

0S5

Permanent Housing —General

Permanent Housing —Short Term Rental Subsidies
Permanent Housing —Homeless Youth 18 - 29
Permanent Housing —Homeless Families Children <18

Homeless Shelter
Homelessness Prevention
Mental Health

Permanent Housing —General & Children's Baseline
Permanent Housing —Short Term Rental Subsidies & Children's Baseline
Permanent Housing —Homeless Youth 18 - 29 & Children's Baseline

Permanent Housing —Homeless Families Children <18 & Children's Baseline

Homeless Shelter & Children's Baseline
Homelessness Prevention & Children's Baseline

Mental Health & Children's Baseline

Permanent Housing —General & Transitional Aged Yth Baseline

Permanent Housing —Short Term Rental Subsidies & Transitional Aged Yth Baseline
Permanent Housing —Homeless Youth 18 - 29 & Transitional Aged Yth Baseline
Permanent Housing —Homeless Families Children < 18 & Transitional Aged Yth Baseli

Homeless Shelter & Transitional Aged Yth Baseline
Homelessness Prevention & Transitional Aged Yth Baseline
Mental Health & Transitional Aged Yth Baseline

'y StSOGNRBYAO O2LR
hTFAO0S . YoorRd Sibmitdll §6riRs ds YdthP DF arid axceBudgeh & A 2 v
LJ2 & littSsRsf.goyltopic&tdgétPleast Bodnot SedeRoaNSain

Q¢ O
(D¢

2T @aflddzNJ 0o d

6S0.

hTFAOS NBC
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Interdepartmental Services Balancing and Entries

CKS /2yGNRffSNDRa hFFAOS yR (KS al @2NDa kanfalyOsledNES |j dzi |
interdepartmental services (ID@ndagree onlDSprior to their budget submissons on February 21, 2023. BFM

Reporting contains NB L2 NI A GK 020K (GKS LISNF2NXAYy3I yR NBIjdzSal
Department staff on each side of the work order, that is both the requesting and the performing sides, can see

what the other side has entered in the budget in real time

Interdepartmental Services Departments shall contact and reach agreement with all departmentswith whom the

department has a discretionaryiDSrelationshA L) G KF G Aa y24 OSyaNrftfte f2FRSR o
offices Departments must ensure that budget submissions for sending, receiving, and expenditure authority are

ageed to and balarced across both departments.

Centrally Loaded Ciywide Interdepartmental ServicegIDS) Departments cannot adjust citywide IDSthat are
loaded centrally by the Mayor@ | Yy R / 20ffieeNiR MdyoS phided The following list of IDS accountand
other citywide budget entries cannot be adjusted by departments in BFM These budget items are centrally
loaded throughseparate BFM forms that are inaccessible to departmeit®e Mayor@Q Budget Office will review
the budget values in the Base Budhet and update if needed during the Mayor phase.

If a department would like to request an increase in the amount of service provided through one of the centrally
loaded IDS belovadjustmentsmust be discussedvith the performing department well before budget

submission at the end of Februatyt these will not be enteredin BEMduring the Department Phasérhe
requesting department must be able to afford this increase without increasieig General Fund support

If any questionsremain on these IDSchanges, please contact your Mayor@ Budget Office analyst.

Centrally Loaded Interdepartmental Services
Type of Interdepartmental
Services

Account Code and Title

581710 PurchCentrl ShopAutoMaint
581740 PurchCentrl Shog-uelStock
581065 ADMReal Estat&pecial Svcs
581083 ADMReal Estate 49 SVN Rent
581084 ADM Permit Center

ADM - Real Estate 581410 GI&SAFacilities Mgmt Svcs
581650 Leases Pa@Real Estate
581860 GiReal Estate Service
581890 GiRent Paido Real Estate

ADM - Contract Monitoring 581500 GiHuman Rights Commission

581170 GIRisk Management Svcs (AAO)
581920 GHHRc Surety Bond

ADM - Reprographics 581820 IdPurchReproduction
ADM ¢ Contract Administration . 581750 GFPurchGeneral Office

581051 GIPUCLight Heat & Power
581063 PUC Sewer Service Charges
581064 EPUGWater Charges

DHR- Human Resources 581430 GIHREqual Emplymnt Opportunities

ADM - Fleet

ADM - Risk Management

PUG: Public Utilities
Commission Rates
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581460 GIHRWorkers' Comp Claims
581480 GFHREmployee Relations

581015 Human Resources Modernization (new)
581016 Diversity Equity Inclisn (new)
581210 DT Technology Infrastructure
DTIS Department of 581360 DT Telecommunications Services
Technology 581280 DT SFGovTV

581325 DT Enterprise Tech

581130 GEONInternal Audits

CON-/ 2y GNRE f SNR¢ 581245 GEONInformation System Ops
581620 GF HR Mgmnt Benefits Admin Sys

Other Centrally Loadeditywide Budget Entries: As shown in the table belowlepartments camot load budget

entries forGeneral Fund items such @abt service on General Furd Certificates of Participation; equipment lease

finance program cogts, General Furd capital; General Furd equipment expenses, QOIT General Fund projects; Full Cost

Plan (similar to COWCA®Rpenses; andthe expenses as noted belovhese are loaded centrallyby i KS  al @ 2 NR &
GKS /2y GNR2Tt S NIphaserhoffile bubdetprodeshroiigk Spasate BRVNGrms that are inaccessible to
departments

NEW:581750 GHPurchGeneral Office: This interdepartmental service will be treated as a citywide

interdepartmental service. Departments shourldt adjust this interdepartmental service during the Department
LIKFaSd ¢KS al @2NRa . dzR IS (i kS F/AAQISE K I RY A0ySASAY (i Na-2(Ng| MLya3  ha¥
budget for the Office of Contract Administration (OCA) to a vayder recovery model. Thiaterdepartmental

serviceY2 RSt A& ol aSR 2y Sl OK RSLI NI YSy il QakloadK.b. h#ntragt¥, / Kl
g ABSNES GSNY O2y iGN Oiaz IyR NBldZAaaAldlAazyao KFyRfSR
departments about changes and final costs will be loaded into departmental budgets during Mayor phase.

However, departrants must enter general funchpital requests in BFM fomCapital ProjectActivity and Capital
- Department Request CPA5FS7900) which are located under the Capital menuBFM In addition,
departments must also enter negeneral fund capital requests that requi@apital Planning CommitteEPQ(
staff review into BFM fornCapital- Department Request CPANGFS+(7200), which is also located under the
Capital menu in BFNheseawo capital requests route to CPC for review in Biid arenot part ofthe

RSLI NIYSYyiQad 06dzRISG adzoYAdaAzyod

Type of Centrally Loaded

Citywide Entry Account Code and Title

Account rolup 5700——Debt Service
Debt (Note that some debt service is alsodgeted in 530110 Property Rent and
530410 Base Reiebt SveBldgStruct)

Account rollup 5600——Capital Outlay (Includes Equipment)
Capital Account roHup 5610——Facilities Maintenance
Account roHup 5690——Carryforward budgets Only

colt Pleaserefertdqt ¢ SOKy 2f 238 t N22SO0 t NRLRA
Full Cost Plan 460198 . Recovery Qeneral Govt Cost
520010 Indirect Cost reimbursement
Health Service System 515510 Health Servic€ity Match
Retiree Health Costs 515610 Retiree Health Care Trust Fund Subsidy
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Budget entries foNon-General Fund capital that does not require review and approval by CRGn-General Fund
debt, and Non-General Funaquipment should be loaded in Department phase in their respective BFM forms that
are accessible to departments

3. Capitalg Dept Request, Non-CPC (7300pr Non-General Fund capital that does not requireeview and
approval by CPC;

4. Debt Serviceg Dept (3300)for Non-General Fundlebt; and

5. Equipmentg¢ GFS (7000) foNon-General Funcqguipment.

Departmentswith Fixed TweYear Budgets

TheAirport, Port, PUC and SFMhdvefixed two-year budgetsiuring theFY 2022-23 through FY 2@3-24 budget
cycle

Departments with Fixed Two-Year Budgets: FY 20224 is the second year in the tweear fixed budget cycle for

the Airport, Port, San Francisco Public Utiliti@snmissionand the Municipal Transportation Agency. In this

second year, these departments will adjust their budgets to accommodate updatedaiy 8nd Fringe Benefits

YIRS o0& (GKS /2yGNRftfSNRa hFFAOST G ' YAYAYdzYo ¢KSa.
and revenues to absorb these changes, and/or may make additional amendments to their budget. Positive or
negative changeis FY2023-24 revenues and expenditures greater than 2.5% in general supported funds and 5%
innonaSY SNI f &dzLILI2 NI FdzyRad gAff OoONARYy3I GKSANI OKI yta3Sa (3
budget via a supplemental appropriation ordinance.

Additionally, changes that exceed existing surplus transfer and TX rules will require Board of Supervisors approval
For example, if the total level of expenditure appropriations is not changingratead appropriations are

adjustingwithin the same total budgefaka line items)expenditure appropriations may increase by up to 10% at

the level of appropriation control. This is the same process departments currently use during the course of the

fiscal year after budget adoption, only now the budget system will be used to implement the change and interface

to the financial system rather than surplus transfer forms and subsequent PeopleSoft ehtkeS. a | @ 2 NRA& h
FYR [/ 2y {NRTt t S MiEhadeparfénis @ Setetrniinge fecegsaribudget adjustments.
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¢KS (GlofS 0St2¢ KAIKEAIKGA 1Se StSYSyila FeaNke®RSLI NI Y!
budget:
Iltem Description Action

Total budget increase

Increase expenditure authority by
any $ amount

Supplemental appropriation
ordinance to amend the AAO to
be approved by the Board of
Supervisors for the increase

Changes of +/ - 5% in
revenues or expenditures
(even with no bottom -line
increase) in  Non -General
Funds

Submit changes via supplemental
appropriation ordinance

Changes made via the budget
system

and will be included in a
supplemental ordinance
appropriation to be approved by
the Board of Supervisors

Changes of +/ - 2.5% in
revenues or expenditures
(even with no bottom -line
increase) in the General
Fund

Submit changes via supplemental
appropriation ordinance

Changes made via the budget
system

and will be included in a
supplemental ordinance
appropriati on to be approved by
the Board of Supervisors

Rebalancing the budget to
accommodate base budget
changes

Rebalancing is required.
Departments may increase
existing expenditure lines within
existing administrative
guidelines. This applies to the
entire budg et.

Balancing changes made via the
budget system

Projected revenues greater
than the approved budget,

but no request to increase
expenditures

Surplus revenues may be
budgeted in reserves with no
increase to expenditures

Supplemental appropriation
ordinanc e to amend the AAO is
not required for solely budgeting
surplus revenues ina  598xxx
designated reserve accountin
order to balance

New BY+1 (FY 202 4-25)

0Shadow budgeté
purposes only.

f

Departments must balance this
new BY+1 budget .

Prop J Analyses

Not required, as two -year Prop Js
were approved last year.

Revised Prop Js should only be
submitted if there are changes to

|l ast year 0,9rnawPap y
Js since last year.
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New Codes InstructiongJreating New Codes +
SubsettingAdding to the Budget Systemn

BFMonly includeshartfield coding that is in use or has been in recent budget use. There are many more codes in
PeopleSoft than exist in the budget systéfhe Cityemploysay & RR A G 6KSy @2dz ySSR Al
PeopleSoft codes accessible in the budget system. The budget system does not automatically pick up codes that
are added to PeopleSofthe manual process of making a PeopleSoft code available in the budget $ysalled
osubsettingé

The Cityrefersto the process of making codes available in the budget system as subsetting because a subset of
codesistakenfrom PeopleSoft anchadeavailable in the budget system. HowevéBubsetting is also often

referred to as the process where a code maybbéh newly added to PeopleSoft anddlsosubsequently added

into the budget system.

l'a RSLINIYSydGa odzAifR ., YR .,bm 0dzRISH NBljdsSaidazr y.
the conduit for making these new codes available in the budget system. In order to include a code in the budget
system to make related budget erds, it must first exist in PeopleSditepartments should confirm that a code

exists or request it to becreated inPeopleSofto ST 2 NB NXBIjdzSadAy3a [/ 2y i NRIfnap N &
require 23 business days before the code is available irbtidget system, depending on whether the code exists

in PeopleSoft.

Process:

1 The creation of new codes not yet existing in PeopleSoft nor in the budget system requires that departments
first have the codes set up in PeopleSoft prior to being subset in the budget system. To begin a request, please
submit the ChartField Requestrims and Subset Request Forms included in the Budget Formusir Budget
Ly fead Ay G KSwithsubjectided § S NdxR 3 § F Godle® 6 bdict&ed in PS for BFM
subset. Only new codes for budgeting purposes for years FY 2B22nd F2024-25 should be submitted to
BAD All other requests should be submitted to the ChartField Administrator.

o For new department codes, please indicate in the email whether the new department code will require a
new Form ID in the form&xpenditure By Division (300@ndRevenue (5000)

o0 For new 581XXX requesting interdepartmental services work order accoumliséogtionary,
departmental interdepartmental servicesplease provide a description of the new work order services so
that a work reference number can be createghd please also indicate if a new form for a new department
pair needs to be created in forms: IDS Requestor (8000) and IDS Provider K&it6@hat new work order
account requests require several levels of reviewstodild be submitted early in the department phase of
the process.

1 For existing codes to be subset into BBEMbudget system, please submit subset requesting the Chartfield
change request summary forrand associated Chartfields that are desireddotry, to your Budget Analyst in
GKS /2yiNRBffSNRa hTFAOS @Al SYFAf gAGK &adzwaSOG Ay
possible
¢tKS /2yiNRfftSNRaA .dzRISG hFFAOS adzasSia 2y ¢ dzStanRl &a |
are available on Wednesdays and Frid&fsase see the calendar in the beginning of this docurfergcheduled

subsetting datesThe diagram on the following page illustrates the process to make a new code available in the
budget system.
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Budget System Subsetting Process

Dept requests
BAD to subset the
code foruse in the
budget system by
noon Tuesday or

BAD reviews
request and
submits to BAD-IT
by 3 pm Tuesday
or Thursday

Day 3
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Section

a | e 2OlePolicy Instructions

¢CKS al @2NR& LINA2NRAGASA
Recovenyf the local economy with focus on downtown and economic gore
Improvingpublic safety and street conditions
Reducinghomelessnesand transformingnental healthservice deliveryand
Accountability & equityn services and spending

To o o I

F2N) GKAA dzLJO2YAy3 o0dzR3AS

| 2 ¢S @SNE finarici8l sitlakiah Ba@ dhangetihe Fiveyear Financial Plan project$200.8million
General Fundeficit for FY 20224 and a$527.5million deficit for FY2024-25, a combined tweyeardeficit
of $728.3million. This deficit is the result of reductions in the revenue outlook, the loss ofioeeFederal
funds, and continue@scalatingcostsin both salaries and benefitas well as in nepersonnel spending.

SOURCES Increase / (Decrease)

Uses

Baselines

Salaries & Benefits

Citywide Operating Budget Costs
Departmental Costs

USES (Increase) / Decrease

Projected Annual Surplus / (Shortfall)

Two Year Deficit

FY 23-24 FY 24-25 FY 25-26 FY 26-27 FY 27-28

(29.2) (24.7) 49.9 105.4 206.2

(49.8) (96.3)  (140.9) (177.1)  (209.9)
(55.0)  (169.6)  (257.7)  (364.2)  (490.7)
(78.5)  (199.5)  (312.8)  (409.6)  (514.9)

1.7 (37.3) (84.0) (146.1)  (214.9)

(171.6) (502.8) (795.4) (1,097.0) (1,430.4)

(200.8) (527.5) (745.6) (991.7) (1,224.1)

(728.3)

This outlook requires atlepartments with General Fund funding to make reductions to help address the
shortfall. Target reductions arg% of adjusted General Fund support in FY 2B23and an ongoing 8% of

adjusted General Supportin FY 2@ ¢ K S

al e 2NXna

Y I ApArtmienfsfoliioMdzO G A 2 y &

Instruction 1: Departments musteducetheir General Fund support b§% inFY 202324 and 8%, ongoing, irFY

2024-25.
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The current financial forecast requires departments reduce General Fund Gesteral Fund departments must
adzo YAG aldl NBSGé NBRAzOGAZ2Y LINRBLRAalfa Ay GKSANI 6dzR3IS
Fund support for FY 2028} and 8% of adjusted General Fund support for FY-262shgoing.

Departments are encouraged to find reductions by

Identifying alternative revenue sources

Evaluaing and ight-siang core service level neandconsolidatingcontracts

Eliminating or reducing contracts and other costs for+essentiabr discretionaryservices
Suspending programs afmitiatives that are funded in the base budget, but have not yet started
Analyzing and determining how staffing vacancies can be used for savings

= =4 =8 =09

Departments are instructed to utilize Form 1A (Summary of Major Chaagelsinay also wish teubmit a 12 page
cover memo with their budgeto explain major changes in their budget submission, including how the department
met target.

When proposing target reductions, departments should explain the impact of the reduction in clear terms. How
will reductions impact departmental operations and service delivery? Will an initiative be paused or canceled? Will
a program take longer to impleemt? How many fewer people would be served?

Non-General Fund departments are ingructed to absorb all known costs increases within their proposed budget
submissions by increasing revenues and/or reducing expenditures and not submit changes that have a General
Fund cost.

Instruction 2:Prioritize filling or reclassifying vacancies for core departmental functions and Mayoral priorities
and propose remaining vacancies for budget savings.

¢CKS / AG&Qa @drichllyyiighe buthierd iS sighificanKvargtion across departments. Departments are
instructed to analyze departmental staffing needs to deliver core services, hiring trends, and timelines, and submit
budgets that balance both personnel needs and budgethallenges. Clearly explain in your budget submission

how proposed personnel changes, especially in budgeted attrition, reflect the prioritization of key departmental
functions and services, adjusts for current hiring trends, and help address reqaiigg teductions.

Instruction 3:Maintain Mayoral initiatives and recommend ways to fund them more efficiently.

Departments should strive to maintain Mayoral priorities in their budgets and recommend ways to fund them at
less cost.

Other Reminders:

Departmentsubmissions must focus on programs that produce meaningful and equitable results.

¢CKS alé&2NRa hFFAOS Frala RSLINIYSyda G2 S@lfda aS FyR
results and further, that attain equitable outcomes acrtss city. This means focusing on communities most

impacted by racial, economic and social inequities and serving residents with the highest needs. Please use
guestion 10 in formlLA to explain.

Departments should seek public input in developing their piaged budgets in accordance with budget
transparency legislation.
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Budget transparency legislation requires most departments to hold two public meetings concerning each

RSLI NIYSyidiQad LINRPLR2AaSR 0dzZR3ISEG o6& CSoNMHzZENEB mMnI HAHO®D ¢
days apart. Departments should utilize themseetings to inform the public how their budgets reflect departmental
functions and priorities and to solicit input from community members in budget development. Information about

the dates of these hearings and department budget submissions will be postdt Citywidebudget website
(https://sf.gov/topics/budge). For more information on the requirements of this legislation, including noticing and
timelines, please refer to [eiAdministrative Code Section 3.3
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Section

Budget Submission Fornmand Instructions
Form JA & 1B: HighLevel Summary

Form JA: Summary of Major Changes in Departméhiroposed Budget

To be completed AIl departmentsnustcomplete this formDepartments with commissions should also submit
a copy of the budggbresentation and supporting documents given to their commission.

Budget Year (BY) and Budget Year Plus 1 (BYrduded in the Budget Instructions is referencé¥202324
andFY2024-25 as BY and BY+1 respectively.

Prior Year (PY) and Current Year (CGNgtuded in the Budget Instructions is referencd2021-22 andFY2022
23 as PY and CY respectively.

Instructions Using Form 1A departments shouldpead to the 9 specific requests for information, as listed

below, including specific FTE and dollar amounts where appropriate. Each of the 9 requests should have a unique
answer to address the Major Changes column. This form should give-eebémarraive, explaining budget

changes submitted in department phase. Forms 2A, 3A, and 3B provide the opportunity for account level
notations. Form 1A specifically addresses the following:

1. Summary What major changes is the department proposing? Clatebcribe each change, including the
fiscal impact of the proposal. Alternatively, you may submi2apghge memo with your budget submission
summarizing the major changes.

2. Target How did the department meet its target in each year? What arehib-level programmatic,
operational, or staffingmpacts of this proposed reduction? For RGfS departments, please describe
your strategy for absorbing cost increases or revenue reductions without adding new costs to the General
Fund.

3. Positions:How ae current year staffing levels and vacancies factored into your budget submission? What
position changes is the department proposing to prioritize core service delivery while meeting the General
Fund reduction target or NGF revenue reductions? Highligitchanges to FTE levels, budgeted attrition,
temporary salaries, substitutions, and provide details in Form 3B.

4. ExpendituresWhat major spending changes is the department proposing? Please provide information
especially for any grant changes, major ttaot changes, personnel changes, or other changes that affect
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core services and functions. Highlight any changes related to major changes/initiatives as noted in the
Summary section and provide details in Form 3A.

5. Revenues:What revenue changes did tlepartment submit? Please differentiate between General Fund
and nonGeneral Fund. This should match an Audit Trail, as shown in Form 2A Revenue Report, as well as,
the Expenditure Report in Form 3A.

6. Legislation:s the department seeking to submit alegislation with the budget? Does the department's
budget assume any revenues/expenditures that require a legislative change?

7. Prop Jldentify existing Prop J Analyses that will continue, and if the department's budget proposes any
NEW contracting out ofork previously done or that could be done by City workers.

8. Transfer of Functionts the department requesting any Transfer of Functions of positions between
departments? If so, please explain.

9. Interim Exceptionsis the department requesting any inten exceptions (new positions that are 1.0 FTE
rather than 0.79 in BY arid78 in BY +1)? If so, for what reason are is the request being made?

10. Budget Equity:How has the departmentonsidered equity in its budget submission?

Form 1BDepartment Budget Summary

To be completed hyAll departments.

Instructions After making all entries, please run BFM (budget system) report 15.50.012, aka "Department Total
Budget Historical Comparison” in BFM Reporting and insert into busddpenission.
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Forms 2A2B, & 2C Sources

Form 2A: Department Revenue Report

To be completed yAIll departments

Overview Form 2A should reflect all revenues including state and federal revenues and grants, licenses, permits,
fines and service charges. For myttiar grants, budget only the R823-24 and FY2024-25 portions of the grant
award.

Instructions This form should be submittday running thel5.30.00%: Snapshot Comparisdry Stageeport, an

audit trail report from thebudgetsystem{ St SO0 & BléaskSompleteibddyet entries before running this
report. Then, filter theAccount kvel 5 for revenueon the report and manually copy and paste into the official
budget form, ensuring the report columns and form columns aligm each line item showing a variance from

base in BY and/or BY+1, provide a description of the revenue and amatiph for the change inthé wS @S y dzS
5S840ONALIGAZ2ZY 3 9 Eblimn YHeré is 2 fgrm@atwithin kExgeBv&rsion of the form that can help
departments identify all the submitted changes to revenue.

If there are changes in the amount of peojed revenues, departments should explain historical trends or events
causing the change. The explanations of existing revenue should be completed to provide revenue assumption
confirmation.

If you need assistance running the 15.30.08%5ort, pleasecg (i Ol @2 dzNJ al @ 2 NRa . dzR3IS
Budget Office analyst. The Form 2A submission must be formatted appropriately so that printed copies are easily
readable by the public.

PleaseNoty ! f f LINRPLIZAaSR NB@ZSydzS OKtOfficeagprovalNdpadtneotesfodld (2
RAa0Odzaa LINPLR2ASR NBOSydzS OKIFIy3aSa gA0K GKSANI Fylfeadi.
hFFAOS LINA2NJ (2 f2FRAY3I Ayd2 (GKS 0dzRISEG aedaimerd ¢KS
estimates and their reasonableness and submit an opinion regarding the accuracy of the economic assumptions
included in the Mayor's Proposed Budget to the Board of Supervisors. In addition, a copy of the related proposed
ordinances should be forwardéd2 (G KS / 2y iNRBff SNR& . dzRISHG hFFAOSOD

Form 2B: Fees and Fines

To be completed AIl departments

Overview San Francisco Administrative Code Section 3.7 requires departments to submit a comprehensive
schedule of license and permit fees, fines, artvice charges and associated revenue (except charges regulated

08 {0GFGS 2NJCSRSNIt g0 GBRAXK B2NK RSB NDEHE2 0dzRASY 1Az
t SN¥AG4aX CAySa 3 {SNBAOS / KINHSa¢od

Instructions List each of the DepartménQa € A OSy aSsz LISNX¥AGI FAYSI YR &aSND
details below. Please be sure to include all license and permit fees in PeopleSoft Aca@ir#200 and 4750,
fines in 4250, and charges for service in 4600.
Satus:
a) C- for continuing feeswithout changesfor CY (except for automatic CPl adjustment, if
legislatively allowed);
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b) M - for modified fees {ncreaseor decreas); and
c) N-fornewfees.
2) Briefdesaiption of the license permit fee, fine, or service charge;
3) Authorizing Code citation;
4) Whether the authorizing code provides for anautomatic CPl adjustment (Yes No);
5) Account, Authority, Fund, Department, Project, and Activity cpdes
6) Unit Bass (e.g. per year, per goplication, per inspection, per event, per goped);
7) Charge (per unit) in C¥;
8) Estmated quantity (in units)for CY;
9) Budgeted Revenue for CY:
10) Estmated percentage of the overall cost of the service in CYthat will be covered by the current charge;
11) ProposedBYand BY+1 charge (per unit);
12) Estmated quantity (in units)for BYand BY+1;
13) ProposedRevenue for BYand BY L,
14) Estmated percentage of the projected cost of a unit of service in BY and BY+1that will be covered
by the proposedfee (revenue may not exceed the cost of providing service);
15) Date of the last increasein the fee; and
16) Feeprior to lastincrease.

tftSrasS y240S GKFIGd GKS /2y iNRBftfSNRE hFFAOS GAff LINRJA
bytheUS5 SLI NIIYSYy (G 2F [F02NJ AY WFydzZ NEd / 2y {idbéfdre G KS / 2y
submitting Form 2B.

Please ensure that new and modified fees are included on Table 1, form 2B, while continuing fees are included on
Table 2, form 2B. Drop down menus have been included for your use.

Please NoteEach year,the 2 Yy i N2 f f SNR&a . dzZRISG hFFAOS NBfASa 2y adzo
Schedule for City policymakers and other interested stakeholders. Therefore, departments must complete Form 2B
in full detail. Please pay special attention to the list @sfé¢o ensure that each fee listed is actually being collected,

and that all fees being collected by the department are listed. Also, please note that the Department must certify
that the proposed fee levels do not generate revenue in excess of the cpeivafling the service.

Some departments have particularly complex fee schedules, making it difficult to summarize data into Budget
Form 2B. In these cases, departments may submit documentation with similar fee information in lieu of Budget
Form 2B.

Proposition 26 - Supamajority Vote to Pass New Taxes and Fees Act

Any departments proposing to increasefees or create new feesshould contact their Deputy Gty Attorney and
Gontroller's Budget Office and Mayor's Budget Office analysts to ensure any proposds comply with the terms
of Sate Proposition 26, passedon November 3, 2010, which changesthe definition of atax and imposes
increased approval requirements for some rate increases.

Form 22 Fee Cost Recovery

To be completed hyDepartmentsubmitting new and/or modified fees, fines, or service charges, in BY ar BY+

InstructionsY C2ff2¢ (GKS F¥SS OKIFy3aS SEIFYLIES LINPOARSR Ay (K¢
coordinate the legislative process for all changes in fees, fines,lardes for service.
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Any departments proposing to increase fees or create new fees should contact their Deputy City Attorney
Controller's Budget Officand Mayor's Budget Office analyst to ensure any proposals comply with the terms of
State Proposition & passed on November 3, 2010, which changes the definition of a tax and imposes increased
approval requirements for some rate increases.

Please NoteAll final budgetelated legislation, including legislation to enable new fees or increases to current
fSSa3y aK2dzZ R 0S 4dzoYAGGSR o0& RSWMayNIYSyldia G2 (GKS al &2

2 A0K LINR2NI FLILINRGEE FNRBY (KSAN anby&chdidaripropostind Bajectdd T T A O
increases in revenues from fees and fines to meet their BY antl B¥neral Fundfficiency/Reductiondrgets.

¢KS /2yiNRftftSNRa . dzRISG hFFAOS gAftf LINRPOARS GKS /tlL
U.S.Department of Labor in January. Departments are encouraged to begin discussions withith@ieMNI & . dzR =
Office analysts well in advanoéthe Department budget submission deadline, to facilitate implementation of

their proposed new fee or fee modification. Departments should be prepared to discuss the structure of all new
fees, as well as plarfor their implementation.

Departments should ensure that any new or existing fee, fine and peisadtyalyzed through an equity model.
¢t KS al &2 NDEeadurerbdd@d 21f ¥ B Ol 2 NI dJushiok Project h&vi gslablished ledaititeria
and alternatives for departments to consider in reviewing fees, fines, and penalties.

Alternatives to feesnay include:
1. . FaAy3 GKS FTAYS 2N ¥SS 2y LIS2L)X SQa loAtAde G2 LI
2. Eliminating the fine or fee and identifying alternative methodsthieve the policy goal
3. Offering accessible, nemonetary alternatives to payment, such as performing community services or
receiving social services.

In examining fines, fees, and penalties, the following questions should be considered:
1. Isthe fine or fe equitable? Does it impact some people harder than others? Does it exacerbate existing
racial and socioeconomic disparities?
2. ls it an effective and equitable means to achieve the end policy goal?
3. What s the cost of collections relative to the revenaied policy goal?

/2yGF OG &2dNJ a. h Fyltead 2NI ¢¢- Qa4 CAYFYOALt WdaGAOS
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Form 3Aand 3B: Uses

Form 3A:Expenditure Changes

To be completed AIl departments.

Instructions: This form should be submitted by ruming the15.30.00%: Snapshoto CurrentComparisorby Stage

report, anaudit trail reportin BFM Please complete budget entries before running this report. Then, filter the
Account kevel 5 forexpendituresand manually copy and paste into the official budget form, ensuring the report
columns and form columns align. For each line item showing a variance from base in BY and/or BY+1, provide an
explanationof i KS G 9ELX | yE& A FEZ N2 B OKUmAgieR & & form@d withinGn2 excel

version of the form that can help departments identify all the submitted changes to expenditures.

BE>planations for changesin expendituresrequire the same information required for changesin revenues.
Departments should be aspredse aspossble, and show all cdculations usedin estimating increasesor decreases.

Form 3B: Position Changes

To be completed hyAll departments.

Instructions: This form should be submitted by running thel5.30.004: PositionFringeSnapshoto Current

Comparisorby Stageeport, anaudit trail reportfrom the BFMsystem. Please complete budget entries before

running this report, then manually copy and paste into the official budget form, ensuring the report coludhns an

form columns align. For each line item showing a variance in FTE and/or amount from base in BY and/or BY+1,
LINE GARS Iy SELXLFYylLGA2Y F2N 0KS OKIy3IS Ay Giuei®e a9 ELIX |
salary and fringe benefits for positionmay fall on separate lines, please only fill in an explanation on changes

from base on salary and discretionary special class lines.

Theal @ 2 NRa& . dzZRISG hFFAOS oAt {ikKudd® ddsaithsSigniaA S¢  LJ2 4 A (
percentage changein salaryand substitutions across job families in departmental submissbegartments

should be aspredseaspossdble and explain all proposedposition changesand the change in work or organization

that is leading to the request. Requests are subject to future review by the Department of Human Resources

for clasdfication verification. Departments are reminded to include reference numbers in submissions in order to

link position substitutions.

If the department is reprioritizingxisting FTRithin your budgetthen please enter a substitution action, and make
sure to use pay periodfbr the existing position if it is already filled. If the desire is to delete a vacant poaitibn
this necessitates creatirgynew positiorto offset a deletionnew positiors starting in B¥hould be enteredto

begin no ealier than Pay Period 7 and/ or no greater than 0.79 FTEin BY and®.78 FTE in BY+1
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Form 4A & 4B: guipment & Fleet Requests

Equipment and Fleet requests will be submitted part of the new budget system BFM with Department budget
submissionsnot through a separate Sharepoint si@ excel file

Equipment and Fleet Deadlin&ll equipmentand fleetrequestsare to be submitted byfuesdayFebruaryl, 2023
Fd LIFNIG 2F | RSLINIYSYy(diQa LINRLRAaSR o0dzR3IS

Forms Overview

Departments requesting General Fund for Equipmeaarid Fleetpurchases should fill outhe following 3 tabs
under Chart of Account: Equipment Number arkebrm 7000 (NGFES) / Form 7100 (GES) in BFM:

- Equipment

-  Fleet 4B.1

-  Fleet 4B.2

Please answer all applicable questions on all three tabise report will sort and deliver the necessary information
to Forms 4A and 4BRlease submit each unibf equipment or fleet)separately with anindependent Equipment
Number.

In BFM, departmental staff will be able to downldaims 4A and 4B ensure their Equipment and Fleet requests
were submitted in the systenfleet unit costs can be referenced on Form dhByhich unit costs are calculated
based on information entered in Fleet 4B.1 and 4B.2 Forms 4A acaniBe downloaded from BFM reporting.

New and changes t&FS Equipment and Fleet loaded inBFMwit6 S f 2+ RSR Ay id2 RSLI NIY
will not be visible in aregular chart ofaccountse-turn ¢ they will only be visible through the equipment reports
hyOS NXBIljdzSada | NB | IA_JLJI\aEd(fF@eFVR Mamagemeriktitey \aill bé Bad#l anto ithe FudgetS

RdzZNAyYy 3 al @2NRa tKIas

Completed General Fund equipment requests wilBb@ - £ dzt G SR Ay I OO0O2 NRIyOS 6AGK
LY&AdNHzOGA2ya YR FdzARStEAySa RSAONAOSR gAUGUKAY GKS . dz
with overall strategic and operational goals and objectives of the Department; Jaaeb8ability of funding in the

Fiscal Year of request.

Before making a request for new equipment, departments should visit the Virtual Warehouse managed by the
Department of the Environment. The Virtual Warehouse is an exchange system for surplus items ¢ office
furniture, computers, equipment, and supplies ¢ among Gty departments. All items in the Virtual Warehouse
are free to Gty departments. By using theseitems rather than making new purchases,the Gty can save money
and reduce its environmental impact by limiting waste. Visit the warehouse at:
http://warehouse.sfenvironment.org/

Definitions

Equipment Equipment is defined atems with a total unit cost of $5,000 or more, incindtaxes and fees, and
having a useful life of three years or moteems not meeting these criteria must be budgeted and loaded in
materials and supplies. Do not include materials and supplies on this foBales tax and other costs required to
put equipmert into service should be included in the unit cost for the itexn the total budget is the maximum
available for that item.
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Surveillance Technologyny software, electronic device, system utilizing an electronic device, or similar device
used, designedyr primarily intended to collect, retain, process, or share audio, electronic, visual, location,
thermal, biometric, olfactory or similar information specifically associated with, or capable of being associated
with, any individual or group. Many techngjes are exempt. Please see the Technology Project Proposals section
for more information about exemptions and the process for obtaining approval to purchase technology and/or
equipment that meet this definition.

Equipment requests that are part of a Taeatogy Project Proposal should also be submitted through the
Technology Project Proposal SharePoint form (see instructions on the following page).

Equipment NumbersEach equipment item must be detailed as part of the budget request. In the budget system,
an eightcharacter equipment number @e-generated for each department distinguish each equipment item.

1 The first hreecharacters are thetiree-letter code for the departmengroup
1 The next two characters indicate tisecondK | f ¥ 2 F (KS 24 A FA03-202 S| NJ 0 A S b
1 The lasthreecharacters are sequencing number910p002, 003, etc.)

The equipmenttabhas®@S LI NI S FASEI R AYRAOFGSa ¢ KSYIK INIEG ST dAM LIS

For equipment funded in operating budget, equipment numbers will be finalized following allocation of citywide
equipment during Mayor phas®lease enter preliminary numbers BFM

Form Irstructions: Please complete thapplicable questions on all three tabs listed under Chart of Account:
Equipment Number and Form 7000 / Form 7100 in BFM with full chart string. Please refer to Equipment User
Guide for more details on how to complete Equipment entries.

Budget Form 4A: NewWeneral Fund equipment requestsDo not include vehicles
Fiscal year

Equipment Description
Justification of Need

Project ID

Project Title

Equipment Number
New/Replace

Number of Units

Cost Per Unit

Total Cost w/ taxes and fees

=4 =4 =4 =4 =4 =8 -8 -8 -8 =9

Budget Form 4B: Fleet

Any department requesting to purchase new or replacement vehicles, whether requesting general fund support
or not, should submit the following informatiorthrough BFM

Dept Point of Contact (Last Name, First Name)

Source of Funds

Requestingepartment

Department Prefix

Division/Program (if applicable)

Fiscal Year

=A =4 =4 =4 =8 =9
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Equipment Number Vehicle Type
NAST RSAONARLIIAZ2Y 2F +SKAOfS ¢28LIS AF ahidKSNE
Fuel Type
Special Requirements Comments
If purchasing a sedan that is not battery electric, proyigification
Number of UnitsPlease create multiple rows if requesting multiple ufits §t KS  dzy A4 RS ¥ I dz i
form 4B cost calculation
Justification of Need
Purchasing from Term Contract?
If purchasing from a Term Contract, which contraal apec #?
If NOT purchasing from a Term Contract, provide a description of the required vehicle, including make and
model
Total Base Cost per Unit
Estimated Supplemental Costs per Unit (e.g. additional vehicle options, outfitting, charging infrastducture i
purchasing EV, freight if not purchasing from term contracts, etc.)

= =4 =4 =4 =4 =9

=A =4 =4 =4

=A =

Please note, term contract prices for pickup trucks, SUVs, and vans will be finalized in early2@.udryou are
requesting to purchase one of these vehicles, please confirnsdhect term contract price witlrleet
Management CamillaTaufic Business Manager fétleet Managemen€Central Shopbefore submitting budget
forms and for norGeneral Fund requests, before loading any costs.

Departments are encouraged to work with Fleet ManagemeButs{ness Manager fétleet Managemen€Central

Shops Camilla Tauficcamilla.taufic@sfgov.ojgorior to submittingtheir vehicle requests. All vehicle requests will

be revewed by Fleet Management during the Mayor phase of the budget process to ensure adherence to citywide
fleet policies. Please review Appendix A for further information
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COITBudget Request: Technology Project Proposals

To becompleted byAll departments with technology projects over $100,000.

Instructions:All new technology projects with expected cosf$100,000+ must be submitted to COIT for
approval. Projects requesting COIT funding will provide additional information.

Deadline: All documents are to be submitted by Friday, Jan2x2023.

To submit a request form, pleasego/tch L ¢ Q& . dzZRISG I YR t SNF 2
Full URLhttps://sfgovl.sharepoint.com/sites/ADMCOIT/SitePages/Budget%20FY 202 aspx#/

Please NoteDo not submit duplicative requests to Capital Planning and @oiTofficeswill coordinate requests
once received.

If you have any questions, please contact G

Neil Dandavati
Technology Portfolio Manager
Neil.dandavati@sfgov.org

(510) 2%-3122

Definitions

Technology ProjectAn initiative to build, purchase, or significantly update a technology which will have a
measurable impact on Department operations. Projects go through four phases: planning, design, development,
andproduction all within a specified start and end dates@ associated with the ongoing maintenance & support
of an existing technology aret considered a project.

Technology Materials & SupplieExpenses related to th@utine maintenancef existing €chnology systems,
including purchase of materials and supplies, should be parbofaLJ: NJi ap& afitig®édget and outlined on
Form 3. However, expenditures that are part of a larger technology project can be included in a COIT request.

Technology Eqpiment: Expenditures related to basic maintenance of technology systems or equipment. Unless
expenditures are included as part of a larger technology projeeECOITequipment requestsshouldnot be

entered in form 4A and instead should be part of th€OIT request via the Sharepoint siIBNGFS COIT requests
should be loaded in form 4A in the Budget Instructions Forms.
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Technology Budget Codeechnology projects should be budgeted using the following PS Account Numbers:

527610 Systems Consulting Services

549210 Data Processing Supplies

529110 DP/WP (Data Processing/ Word Processing) Equipment Maintenance
531110 Data Processingquipment Rental

535960 Software Licensing Fees

549730 Periodicalg; Library Only

560610 Data Processing Equipment

561610 Data Processing Equipment ease/Purchasitial

562610 Data Processing Equipment.ease/Purchas®enewal

563610 Data Processing Equipment.ease/Purchas€inance Agenelnitial
564610 Data Processing Equipment.ease/Purchas€inance AgeneRenewal

Submission Guidelines

The COIT budget process is designed to evaluate the statelgie oforojects andprioritize funding towards

projects with high impact.

Before submitting to COIT, Departments should have engaged in considerable research to define project

objectives, user needs, and strategic value. COIT staff will work vathBgpartment to review and evaluate each
proposal. Only a select number of projects will be selected to receive General Fund support.

Project Costing for Technology ProjaatPeopleSoft

The financial system offers additional functionality to better track project expenditures. Through the Project

Costing moduleDepartmentsmay track expenditures by activity.

Instructions to create and maintain projects and activities are available ®@&EEmployees Portal and the
/ 2y GNREfSNRAE ! O02dzyiAy3 t2f A0ASa IyR t NPOSRdz2NB a

Below are the recommended Work Breakdown Structure (WBS) for waterfall and agile methodologies.

Waterfall Agile
WBS ID Activity Name WBS ID Activity Name
1 Initiating 1 Initiating
1.1 User Research 1.1 User Research
1.2 Requirements Analysis 1.2 Requirements Analysis
1.3 Develop Project Charter 1.3 Develop Project Charter
2 Planning 2 Planning
2.1 Verify & Validate User 2.1 Verify & Validate User
Requirements Requirements
2.2 Develop Project Plan 2.2 Develop Project Plan
2.3 Secure Project Team 2.3 Secure Project Team
2.4 Initiate Procurement 2.4 Initiate Procurement
3 Implementing 3 Iteration A <development
sprints>
3.1 Design- 3.1 Design
3.2 Procure 3.2 Prototype
Hardware/Software/Staffin
g
3.3 Prototype - 3.3 User Testing
3.4 System Testing 3.4 Adjustments
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3.5 Training & Change 3.4.1 Quiality Assurance
Management

3.6 Go Live 4 Iteration B <duplicates

Iteration A>

4 Closing 5 Closing

4.1 Documentation 51 Documentation

4.2 Training & Change 52 Training & Change
Management Management

4.3 End User Feedback 5.3 End User Feedback

4.4 Transition to Maintenance & 54 Transition to Maintenance &
Support Support

Technical NoteDepartments that receive General Fund support for COIT technology projects should not load
project details into the Budget System. Project details will be loaded upon final approViayloyal Stafduring

iKS

al é2NXa

t KIasS 27

i0KS

Capital Budget Request

To be completed byAll departments with General Fund capital or Capital Planning Fund requests.

0 dzR3 S

LINE OSa a

Instructions Submit FY 20224 and FY 20235 Capital Budgetequests to the Office of Resilience and Capital

Planning Program (ORGR)BFMby Friday, Januar0, 2023 Please contadfen HintorA y

iKS

/| 2y GNERE ¢

Budget and Analysis Divisiqien.Hinton@sfgov.ojgif you need help with access or have any technical
difficulties. ContactNishad Joshat ORCRNishad.Joshi@sfgov.grif you have any subjeehatter-related

guestions

Funding is not guaranteed for projects that are already in the Capital Plan or budgeted/funded for 242023

in the last budget cycle; thereforbge sure to submit a formal budget request for each project, including new
items at the activity level Even ér projects that have been funded for R2023-24 according to the last
approved budget, a new request must be made. As always, renewal projects will be prioritized and should make

dzLJ G KS Yl 22NA G e

27

0dzR3I S

NBIj dzS& i & o

tftSILHas

YI1$ 4&dz

provide veted cost estimates, prioritize projecthat can be executed in a timely manner, and provide
PeopleSoft Chart fields as requested.

The Capital Planning Committee (CPC) will review Capital Planning staff recommendations from February to

March2023. Once pr&@ SOt a |
f2FRSR Ay(2

NB
iKS

LILINE OS R

—

o0& /I LAGI

tEFyyAyYy3
a | @ IfokXEihat chiri§ds & Srevioidsly apkirSyeBy 2B-MPridjects

/2

in the base budget and new project requests entered via CPCqatojorms 7900 (CPC GFS) and 7200 (CPC
NGFS+) will not be part of the total $ amount of department budget submissions.

The Capital Budget includes three main types of capital projects, all of which shceidlbsively entered in
the Capital formsof the budget system once approved:
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1. Renewals &
Replacements

FSP Chart of Account:

584030¢ Capital
Renewal Projects

Repairing or replacing facility components and infrastructure to maintai
Fy FdaasSiqQa Odz2NNBy G dzauSefuliJF& I £ dzS

SEFYLX SZ NBLIQGAY3I | aGNBSG FyR |
equipment are renewals/replacements.

Requests for renewals/replacements at City facilities should align
gAU0K RIF G FaciftiesiRérewal Respére &Model (FRRM)

2. Enhancements

FSP Chart of Account:

567000¢ Bldgs, Struct
& Imprv Pro} Budget

New construction, renovations, or other improvements that increase an
I & a $alue€dd useful life or change its use. Requests for planning and
design funding are considered enhancements. For example, removing
barriers to the path of travel to comply with ADA requirements, building
new data center, and seismicablyacing or retrditting an existing facility
are all enhancement projects.

Requests for enhancements should be represented in the Capital Plan)

3. Maintenance

FESP Chart of Account:

500010¢ Facilities
Maintenanceg Budget

These projects are for the dag-day maintenace of existing

buildings and infrastructure, including labor costs. Some examples of
maintenance projects include replacing filters, filling potholes, and
replacing light bulbs. The amount allocated for maintenance is based
2y GKS LINBGZA2atimn. @ S NQA& | LILINE LINA
Departments should budget additional funds to meet maintenance
needs in their operating budgets if applicable.

Please note:

1.

T

)l
1

T

Do not use any other account codéar capital project related budgets other than the account codes
listed abovego not use 506070

Ef OFLIAGEE LINRP2SOGa aSid dzZd Ay tS2LX S{2F0 oAt |
o a/ !t/ té& F2NI/ FLAGEE tNR2SOGCMMmittey RSR (0 KNR dzZaAK
o dal Lb/ ¢ FT2NICFOAfAGASE alAyidSylryOS 2N alAyiaSy

Committee.
All budget system (BFM) entries for capital projects will only be accepted in Capital forms, which will be
further explained inthe Contrbl SNR&A 2FFAOS (G SOKYAOFf AyadNHzOGA2Yy A
Requests for IT software, IT Capital Investment, and related equipment should be submitted to the
Committee on Information Technology.
Requests for AD#elated projects shouldb®2 2 NRAY | § SR GKNRdzZAK (KS al &2 NI
Nicole Bohnl{licole.Bohn@sfgowrq).
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Section

IV

| 2y ONREE SNDRAE ¢SOKYAO

Summary of Major Changes this Year:

There werechanges in some BFM reports, entry screens for position and nonposition items, and
interdepartmental services:

Reporting:
9 Line text is now available in Chart of Accounts eturn reports. This will appear as an additional tab in the
report, and will be distinguished by fiscal year.
9 Position eturn reports now include columns for tBarrent Year position number, prior to the ASO
interface crosswalk after the budget was enacted in late July.

T ! yS¢ aAy@lIftARé YSaal3aS LIISIENER Ay NBLRNIA AF
and end dates. Departments should corrécK S LJF @ LISNA2Ra F2NJ Fyé fAySa
message

Nonposition Entries:
1 There are now separate columns identifying one time and ongoing base adjustments in the rollover
base budget.
1 Most nonposition export/import forms now have the samerfat for the columns included. The
exception is for Transfer, IDS, and equipment forms given their specific nature.

Position Entries

1 Anew action indicator, Qhas been added to reflect ASO amendments made during the year through
supplemental appropriatios. When using this action indicator, manually change the starting pay period
to pay period 1 so that there is not a gap in funding for the position in the new fiscal year.

1 Anew action indicator, TFhas been added to identify Transfers of Function

1 A par of new action indicators, MF and MThave been added to identify partial FTEs in the same job
class that are merging. MF is for the position thahi&rging fromone position to another, and MT is the
destinationmerging toposition.

Interdepartmental &rvices Entries

1 Two IDS accounts have been moved from discretionary to centrally |0&882880¢ DT SFGovTahd
581325¢ DT Enterprise Tech

1 One IDS account has moved from centrally loaded to discretio®d®31620¢ GF HR Management
Benefits Admin System

Departments shouldemove all entries in account 519010, as this account is exclusively for use of the
/ 2y OGNREf SND& fundBFTAOS G2 olflyoOS
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Reminders from Last Year

Appropriating Bond InterestDepartments must not budget bond interest without approval from the
I 2y 0NRBEtf SNRA hF®RADS 2F tdzof AO CAYIl yOS
1)5SLI NIYSyida Ydzald NBI OK 2 dzi Fiiagce ifithewoll@lieltd\sit theS NI &
process to appropriate bond interest. The BAD budget analyst and AOSD debt group must be
copied on communicatiorRlease note that department budget staff are encouraged to reach
2dzi G2 GKS [/ @ publdhénteSNBRENRXFAIOSGSYAa Ay GKS [ A
Redemption and Interest that is a section in the AAO.
2) After OPF certification on the completion of the arbitrage calculaf@g., yield; proceedsBAD will
work with the department and OPF budget the interest appropriately. (i.e. make sure
spending is set up correctly to comply with the requirements, use interest revenue account
instead of use of fund balance 499999)
3) BAD will work with OPF in case the arbitrage charge is incompleteharshénding needs to be put
on reserve.
Departments appropriating bond interest must use an interest account code instead of use of fund balance or
account code 499999. Departments intending to appropriate bond interest are required to notify the
ControllNa hF¥FFAOS AT GKS 02yR AyiSNBadG Aa aagatt adomaSo

Budget Websitel egislation passed in December 2019 established a budget website and processes for
departments to gain public input on their budget priorities. Specified depamtsrare required to solicit public
input both before and after their proposed budgets are created, and no later than Februasath year.
Department budget submissions will continue to be posted ontthéget websitehttps://sf.qov/topics/budget
(This is thehird year of this process and is therefore in the Major Changes section as departments continue to
implement.)

Capital EquipmenRequestsCapital projects may involve the purchase of equipment. However, because capital
projects are budgeted in the budget system in the Capital application using account code 567000, no equipment
numbers are entered intBFM

Chartfield Requests fonew Department ID¥  / K NI FASt R NBIjdzSada akKz2dzZ R 32 |
analyst rather than directly to the Chartfield AdministratGoing directly to the Chartfield Administrator may

slowthe processNote that new Department ID requesigll be reviewed to confirm whether a department is
reorganizing existing budget, as reorganizations may not be permitted

Interim Budget:TK S a I RufeNERaposedY2023-24 budget will serve as the Interim Budget. Per the
unchanged interim budget requirements in the Charter, there will be no new capital or equipment spending
during the interim period, and no new positions will start unless submitted to the Board of Supsis@n
interim exception.

Programmatic ProjectsAccount ID 506070, Programmatic ProjeBtedget,should not be used in the budget
system in accountontrolled funds (e.g.fund 1000Q or in the capital forms Departments should correct the
account or the fund to address this.

Project TypeeTurns and audit trails now reflect the project type of each project. Project type is now a required
PeopleSoft field and assists with tracking various types of budget items. As noted below in theldgchnd

Capital budgeting sections, for example, there are project types to identify whether a technology project is

funded through COIT, which would be project type TECHC, or not through COIT, project type TECH. The method
for identifying capital projectypes is similar capital projects funded through the CapilanningCommittee

are CAPCP project type or CAP for-G@@pitalPlanningCommittee funded projectDepartments must tag
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projects for capital requests that areviewed by CPC with the project type, CARCIPEunded capital project
unless the CRinded capital request is for facilities maintenance. For-LiR@ed facilities maintenance
projects, departments must tag the project with the project type, MAGNIPCGfunded facilities maintenance.

PropJsC2NJ FAESR 0dzR3IS{ RS L2R-287and §Y 22%2Z bufigktswvére sikdnittdiddoithe C,  H 7
Board. All noffixed budget departments should submit updated and 8w EY 202324) Prop Js with budget
submissions on February 21, 2023. Prop J contracting authorizes outside contracting of existing services, when a
service can be performed by private contract at a cost lower than the same service performed by civil servants.
Requestsmza G 0SS &ddzoYAGOUSR G2 GKS /2yGNRffSNNRa hFFAOS |y
departments do not need to resubmit an FY 2@2BProp J that was approved last year unless there have been
changes since the submission that were not rethto City salary COLAs.

Subsetting request communicatian When requesting new codes, please wiitg 7 . dzR3 S imtlef | G S
adzo2S0Ot tAYyS 2F SYFAtA (G2 e2dzN) / &sywélb®Rf 2 S8Mad 2 dz2kS S
PeopleSoft (P 0 F 2 NJ . ia the heathér anthifaéh acomplete subsetting file with the new code

information dso. Please see the subsetting section of this report.

F

R
ON

Use of Reservdn the past, the budget practice for use of reserve was to use account 499998 fumtd where

the associated spending is being budgeted. Departments now must budget use of reserves as a reduction in the
actualreserveaccounts (598xxx, 597x@)K A OK a ol £ | y OS¢ a 2idAN&r$hd wherétkeS NB | LJIL.
reserve exists.

Account I for capital project requestdDepartments must use either account ID 567000 Capital Project,
500010 Facilities Maintenancer, 584030 Capital Renewals for budgeting capital project requB€isNOT USE
506070 Programmatic project&€quipment requests will use the equipment related PeopleSoft account IDs
discussed in Accounts for Equipment Requests and Equipment Lease Requ&sts belo

Grant projects:Departments must ensure that th@rant Projectcheck box fogrant project codes is checked in
the maintain projects screen in PeopleSoft Financials. Checking this box identifies the project code as grant project
code in both PeopleSoRinancialand BFM. Please see example below.

< Financial Project Costing

New Window | Help | Personalize Page
General Information Project Costing Definition Primavera Manager Location Phases Approval Justification User Fields Rates Attachments E‘

Project 10038143 Add to My Projects d2 Project Hierarchy
*Description |HD HIV AO05 2223 MMP [ Program Processing Status Active
: - Project Status: Open
*Integration SFGOV Q City & County of San Francisco Grants Project ! :
“Project Type |OPR @ Operating Contract Number: i}
Percent Complete 0.00 As Of
Project Health | v | As Of CTR00002641
D Project Schedule (7
N - . -
Start Date 06/01/2023 |5} End Date|06/3112024 |5 pyeitional Dates
Description Find | View All First ‘4" 10f1 ‘b Last
¥][=
Date/Time Stamp 10/01/21 3:17:09PM UserID 65575 R
Description:
HD HIV AO05 2223 Medical Monitoring Project
A
@
211 characters remaining
Long Description:
HD HIV AO05 2223 Medical Monitoring Project ‘
A v

Reminders due to System Conversion to Budget Formulation & Management (BFM)
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Algorithm for Calculating Special Class Salary and Fringe ButlgBf-M beginningin the FY 20223 budget

FTEs and fringe budgets for special class job classes were calculated using citywistensatd3PMSwhich

used theaverage of regular positions in a node. Because of this, the BY230R&se FTE, salary, and fringe

budget for departments contained variances with respect to the BY OriginatZD2alary and fringe budget for
departments approved as part of the BY+Xlfat approved in the FY 202R budget process. To offset these

I NRFYyOSas GKS [/ 2y i NR-§oingRAEsANto.jolzRa3sPH95 andydink) 603000 add RS R 2 Y
513000 budget amounts in departmefisase budget The 9995 FTE adjustments appearethe 15.10.006

Position eTurns and in the 15.10.001 CoA eTuaws.yeardepartments had to reallocate these FTEs and

501000 and 513000 budgets to the appropriate special class job classes during departmentipisassar

departments should not need to dsuchreallocations.

Realtime reporting. Department nonposition entries appear in real time in the budget reports such as the

eTurns and audit trails. Department position entries will appeaeah time in the budget reports after the

RSLI NI YSyid dzaSNI KFa Of AOLSR OFfOdzZ 4GS G2 GNAIISNI |
completed. The delta projection is a system process that runs in BFM that calculates the salary and digege bu

for position entries that have been entered since the last delta projection completed. If an entry has been made
and no manually triggered delta projection is run afterwards, a scheduled nightly citywide delta projection will
calculate that positong i NE Q& &l f I N®B yR FTNAYy3IS 6dzRISG YR 06S NB
Citywide full projections are run Friday evenings to recalculate all of the positions entered in BFM.

When multiple department users are making entries simultaneously@fdk 01 & Ol f Odzf F G S ¢ | f
be updated.

For reference, the four applications previously used in the budget preparation system (BPMS) have been
replaced by several forms in BFi¥cluding separate forms for entering budget for equipment, dedrvice, and
interdepartmental services. Importantly, BFM includes a Capital module for entering capital requests requiring
review by CPC and for capital requests that arefselfied by departments and that do not require review by
CPC. Beginning K¥2022-23, capital requests requiring review by CPC will be entered in BFM.
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Nonposition/ Revenue (5000} 410xxx - 480xxx
Revenue - Other Performing Dept: ID5 Provider (8100) 436X, ABTHXK + SBIXKN
Revenue Transfers TRIO (4000) A5 2xxx - 45530

391060 - 595xxx

500010
Capital Capital (7200, 7300, 7700,7500) 567000

584030
Position Expenditures by Division (3000)/ Position 501xxx - 513xxx

Elkpenditures by Division (3000)
520K - 53 1xxx
Nonposition/ 579xxx
Expenditures
557 xxx-598xxx

Debt Service (3300) S570xxx - 57 4xxx
Requesting Dept: IDS Requestor (8000) A86XXN, A87XNX + 581xxx
Equipment (7000, 7100) S560xxx - 564%xx

Position entries are at the position number level. For New Positions, once the budget is finally approved

by the full Board of Supervisors and Mayor,anewPosi ti on number (OP#6) report w
departments will be asked to create new P#s in HCM and send it back to CON Systems with real P# filled.

CON Systems will do a crosswalk and will not create ASO interface file until all position numbers are

received.

Split Funded Positions : Positions that are split funded and positions with multiple status indicators will be
budgeted in multiple position entry lines in BFM. In these cases, the position numbers of all of the position
entry lines for a single split funded position and a single position with multiple status indicators must contain
the same position number suffixed with a sequential number such as-1, -2, -3, -4, etc to indicate that these
lines pertain to the same position. For a split funded position and a position with multiple status indicators,
the standard hours in each position line must be adjusted so that the total FTEfor that one position does
not exceed 1 FTE. See example below.
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1

Original | select

S 2587 _C 00103039-1 Health Worker 111

1 Original | select

Position Name Job Class Employee Name Standard Hours
F
F 2587 C 00103039-2 Health Worker Il 790 251988

Records per page: |50 ¥l - Records: 2- Page

ON6 and OFO6 records r ep ledresintmyprotbudgdt ®/stefnc tBFM doss na nsd
a reference number to tie multiple entry lines corresponding to substitutions, reassignments, or status
changes of existing positions in the base budget.
record, which subtracts the existing position from the base budget, and at least one F-record that adds back
that position to the department6s budget whether
funding source for reassignments, or a different status indicator for change status entries. The position
numbers used in the N and F records are the same and the identical position number identifies multiple
position entry lines as belonging to the same position.

Automatic Calculation of budget for Prop B and Prop C Re  tiree Health Care for Active Employees. The
cityds 1% share of costs for funding retiree heal
automatically calculated by BFM as 1% of the salary budget for all regular and special class job classes with
the exception of 011X commissioner job classes and TEMP job classes. Importantly, the budget for these
fringe benefits is automatically allocated to accounts 515020 and 515030 in the same Chartfields containing
the job classes receiving retiree health @are benefits similar to the way retirement and health care benefits

are budgeted under individual job classes.

BFM includes separate forms for work order services:

w Centrally loaded interdepartmental services (IDS)  budget is entered in form, Internal Serv ices 0
Centrally Loaded (8200) . Departments do not have access to these forms. Budget for these IDS will be
centrally loaded during Mayor Phase.

w Discretionary, departmental inter -department services budget is entered in two forms, Internal
Services Requestor (8000) and Internal Services Provider (8100) . Both forms are accessible at the
department group code pair level meaning that there are forms for each combination of requesting
department and performing department.
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@ss BUDGET Home Budget Formulation Capital PCF Chart of Accounts Administration

IDS Requestor (8000)

Quick Search:

[ Enter search criteria here. ] ‘Show Advanced Filters

Record Actions:

Form o Form [EE
AAM 1

9559 AAM Requesting— ADM Performing 8001 AAM-ADM 10/17/2021 Theary Sandgre!

9560 AAM Requesting—- DPH Performing 8001 AAM AAM-DPH 4 10/17/2021 Theary Sandgrer
9561 AAM Regquesting— DPW Performing 8001 AAM AAM-DPW NC 10M17/2021 Theary Sandgrer
9562 AAM Requesting—- HRD Performing 8001 AAM AAM-HRD NC 10M17/2021 Theary Sandgrer

9563 AAM Requesting—- PUC Performing 8001 AAM AAM-PUC NC 10/17/2021 Theary Sandgrer

9564 AAM Requesting-- TIS Performing 8001 AAM AAM-TIS NG 10M17/2021 Theary Sandgrer
9565 ADM Requesting-- ADM Performing 8001 ADM ADM-ADM 25 1017/2021 Theary Sandgrer
9566 ADM Requesting— ART Performing 8001 ADM ADM-ART NC 101172021 Theary Sandgrer

9567 ADM Requesting-- CAT Performing 8001 ADM ADM-CAT NC 10M17/2021 Theary Sandgrer
9568 ADM Requesting-- CHF Performing 8001 ADM ADM-CHF NC 10/17/2021 Theary Sandgrer

9569 ADM Requesting— CON Performing 8001 ADM ADM-CON NC 10/17/2021 | Theary Sandgrer
9570 ADM Requesting-- CPC Performing 8001 ADM ADM-CPC NC 10/17/2021 | Theary Sandgrer
9571 ADM Requesting- DEC Performing 8001 ADM ADM-DEC 2 10117/2021 | Theary Sandgrer
9572 ADM Reauesfina— DPH Performina 8001 ADM ADM-DPH NC 10172021 Thearv Sandarer | [ Submit | v
Records per page: [50 | - Records: 566 - Page: | 1 1 oo s

®5F BUDGET Budget Formulation Capital Chart of Accounts Administration

IDS Performing (8100)

Quick Search:

[ Enter search criteria here... ] Show Advanced Filters

Form | Last Last

Description Stage Department Pair Submit

i _ Update -

8985 ADM Performing-- AAM Requesting | 8101 A0M AAM-ADM 1 1011772021 | Theary Sandgrer
8985 ADM Performing— ADM Requesting | 101 ADM ADM-ADM 25 10/17/2021 | Theary Sandgrer

Record Actions:

Actions

etail

il

8987 ADM Performing- ADP Requesting | 8101 ADM ADP-ADM NC 10/17/2021 | Theary Sandgrer Detail
8988 ADM Performing-- AIR Requesting 8101 ADM AIR-ADM NC 10/17/2021 | Theary Sandgrer

8989 ADM Performing-- ART Requesting | 8101 ADM ART-ADM NC 10/17/2021 | Theary Sandgrer i
8990 ADM Performing- ASR Requesting | 8101 ADM ASR-ADM NC 10/17/2021 | Theary Sandgrer
8991 ADM Performing—- BOA Requesting | 8101 ADM BOA-ADM NC 10/17/2021 | Theary Sandgrer Detail
8992 ADM Performing—- BOS Requesting | 8101 ADM BOS-ADM 0 10/17/2021 | Theary Sandgrer i
8993 ADM Performing-- CAT Requesting 8101 ADM CAT-ADM NC 10/17/2021 | Theary Sandgrer

8994 ADM Performing—- CFC Requesting | 2101 ADM CFC-ADM 0 10/17/2021 | Theary Sandgrer

8995 ADM Performing- CHF Requesting | 8101 ADM CHF-ADM NC 10/17/2021 | Theary Sandgrer

8996 ADM Performing—- CON Requesting | 2101 ADM CON-ADM NC 10/17/2021 | Theary Sandgrer H
8997 ADM Performing- CPC Requesting | 8101 ADM CPC-ADM 4 10/17/2021 | Theary Sandgrer

]EEEEEH
i
4

ROGR ADM Performing-- CRT Reauesting. 2101 ADM CRT-ADM NC 10/17/2021 Thear Sandsrer || Submit Header
Records per page: |50 L2] - Records: 567 - Page: RS e

Detail

In form Internal Services Requestor (8000) each unique interdepartmental service offered by the

performing department is assigned a work order (WO) reference number. Each WO reference

number corresponds to a unique 581 XXX account ID in PeopleSoft Requesting departments will

enter the proposed IDS budget for each service requested from another department. Importantly,

the requesting department must enter both the 581XXX budget for the requesting department and

the partner performing departmentds 486XXX recover
in form Internal Services Requestor (8000) . The total 581XXX budget must equal total 486XXX

recovery budget at the WO reference number level for the proposed work order budget to be

considered balanced.

In form Internal Services Provider (8100) each unique interdepartmental service offered by the

performing department is assigned a work order (WO) reference number. Each WO reference

number corresponds to a unique 581XXX account ID in PeopleSoft FinancialsPerforming

departments will enter the proposed IDS budget for each service requested by another department.

Importantly, the performing department must enter both the 581XXX budget for the partner

requesting department andt he per f orming department s 486 XXX r e
requested work order service in form Internal Services Provider (8100) . The total 581XXX budget

must equal the total 486 XXX recovery budget at the WO reference number level for the proposed
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work order budget to be considered balanced.

For discretionary, departmental work orders, the requesting and performing departments

must agree on a balanced work order budget in department phase! In forms, Internal Services
Requestor (8000) and Internal Services Provider (8100) , both the performing a nd the requesting
departments can see their partner dapsathetremuestingd s

visible to the performing departm ent in form Internal Services Provider (8100) . For a work order
service budget to be considered balanced and in agreement, the 581 XXX and 486XXX budget
amounts entered by the requesting and performing department must match and the total 581 XXX
budget amount must equal the total 486XXX budget amount. If they do not match, BFM will post

the requesting departmentds work order budget prop

and performing department ds b indther words, BREVImill setect the s

wWor
departmentds work order b udngemal Sepvices Rageestdr 800@) nis er e d

requesting departmentds work order budget proposal

The screenshots below show two balanced work orders between two city departments in which the
requesting and performing dep artments are in agreement.

Budget Form Lines

Department Form Name 22-23 Req Imbalance 22-23 Prf Imbalance 2324 Req Imbalance 23-24 Prf Imbalance

9560 | 8000 AAM - Asian At Museum AAM-DPH IDS Requestor (8000) 50 50 50 S0

Quick Search:

]

2022-23 2023-24 2023-24 2023-24 2023-24

Project-Activity | Authority | Account | Account Title Rollover Rollover Requesting | Requesting | Performing

Base Base Changes* | Proposal | Proposal

1 ~ DPH-SFGH-MEDSV!| DPH 251656 | 21080 = 10001858-0002 | 10000 486010  ExpRecFr Asian Aris Musm#| O 402 0 402 0 402 0 402 0

2 ~ DPH-SFGH-MEDSV!| AAM 228855 | 10000 = 10026660-0001 | 10000 561520 | EFSFGH-Medical Service 0 402 0 402 0 402 0 402 0

~ DPH-TOXICS DPH 251975 | 10060 | 10001978-0001 | 10002 486010 | Exp Rec Fr Asian Arts Musm#| 0 5955 0 5955 0 5955 0 5955 0

4 ~ DPH-TOXICS AAM 228855 | 10000 | 10026660-0001 | 10000 581580 | GF-Chs-Toxic Waste&Haz Ma| 0 5955 0 5955 0 5,955 0 5955 0
Records per page: |50 |¥

| Budget Form Lines

Department Form Name 22-23 Req Imbalance 22-23 Prf Imbalance 23-24 Req Imbalance 23-24 Prf Imbalance

9200 | 8100 DPH - Public Health AAM-DPH IDS Performing (8100) 50 50 50 50

Quick Search:

((Enter search ariteria here )

Actions:

202223 2022-23 202223 202223 202324

WO Ref# Project-Activity | Authority | Account | Account Title Rollover Performing | Performing | Requesting Rollover

Base Changes® | Proposal | Proposal Base
1 ~ DPH-SFGH-MEDSV!| DPH 251656 | 21080 = 10001856-0002 | 10000 486010 | Exp Rec Fr Asian Arts Musm /| 0 402 0 0 402 402 0 0 402
2 ~ DPH-SFGH-MEDSV!| AAM 228855 | 10000  10026660-0001 | 10000 581520 | EF-SFGH-Medical Service 0 402 0 0 402 402 0 o 402
~ DPH-TOXICS DPH 251975 | 10060 | 10001978-0001 | 10002 486010 | Exp Rec Fr Asian Arts Musm/ 0 955 0 0 5 955 0 o 955
4 <~ DPH-TOXICS AAM 228855 | 10000 10026660-0001 | 10000 581580 | GF-Chs-Toxic Waste&Haz Ma 0 955 0 0 5 5955 0 0 955

Records per page: 50 2]

All capital project requests including requests that are approved by the Capital Planning Committee
(CPC) are integrated into BFM.

1 CPC general fund supported (GFS) capital requests: In previous years, departments submitted
CPC general fund supported capital requests in CPRD. Beginning FY 2023, CPC GFS capital requests

wi || be entered by depart me rCapital d Dept Rdgidst S CRCaGFS t a |
(7900) . Departments will answer the CPC questionnaire in this form These requests, including
changes to prior approved capital projectsarenoti ncl uded i n departments?®
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package. However, theCapital d Dept Requ est 8 CPC GFS (7900)form will include projects that
were approved in |l ast yeards budget process. For n
placeholder project-activity codes that are autogenerated in BFM. These placeholder projectactivity
codes do not originate in PeopleSoft. These placeholder projectactivity codes will be used for new
capital project requests during the CPC approval process. Upon approval, departments will be
requested to replace these placeholder project-activity codes with actual project-activity codes newly
created in PeopleSoftduring Mayor Phase via Chartfield request form submission and subset into
BFM via subset request form submission to the Budget and Analysis Division (BAD). Departments
must ensure that projects going through the CPC processaret agged wi t h project tyr
exceptfor facilities maintenance which would be 0MAI N
be posted to department budgets in Mayor Phase.
1 CPC non-general fund supported (NGFS) capital requests  must be entered in the Capital o
Dept Request 8 CPC NGFS+ (7200) form : Examples include gas-tax funded projects in Public
Works and IPIC projects These requestsarenot i ncl uded i n departmentsd budc¢
packages.
1 All other capital requests that are self -funded by departments and do not requ ire review by
CPCmust be ente red in the BFM Capital - Dept Request - Non-CPC(7300) form . Examples
include capital projects self-funded by PUC and Airport. These requests are incl
budget submission package.

Departmentsd budget submission package Forms 4A and 4
and vehicles are integrated into BFM. Departments will answer a questionnaire regarding these requests

in BFM, Equipment & GFS (7100) form . Budget for these requestsisn ot i ncl uded in departn
submi ssions package. Mayords Budget Of f tsovilbewadstedto r evi e
department s6é budgets by Mayords Budget Office during
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SourceqRevenues)
Revenue Policy

General Statutory Authority

Article IX, Sections 9.100, 9.101, 9.102 of the San Francisco Céapfgemented by Chapter 3 of the San
Francisco Administrative Code, establishes budget policies and procedures with respect to revenue estimates.
Specifically, San Francisco Charter Section 9.101 states, in part:

The annual proposed budget shall include:

1. Estimated revenues and surpluses from whatever sources, to the extent feasible, for the forthcoming
fiscal year and the allocation of such revenues and surpluses to various departments, functions, and
programs to support expenditures. Proposed expendigumgay include such necessary and prudent
reserves as recommended by the Controller; and

2. A summary of the annual proposed budget with a narrative description of priorities, services to be
provided and economic assumptions used in preparingévenue estimates.

San Francisco Charter Section 9.102 provides:

The Mayor shall submit to the Controller for review the estimated revenues contained in the proposed biennial
budget and any subsequent revisions. The Controller shall then provide thd 8o&upervisors with an opinion
regarding the accuracy of economic assumptions underlying the revenue estimates and the reasonableness of
such estimates and revisions.

Chapter 3 of the San Francisco Administrative Code outlines general requiremenitgyredatepartmental

budget submissions. Specifically, Section 3.7 of the San Francisco Administrative Code requires departments to
Gadz YAU oA G &sclie@ule Shkwing dakrTee @harged by said department, the revenues received

from each such feaxcept fees regulated by State or Federal law, and the costs incurred in providing the
ASNIDAOSE F2N) 6KAOK (KS F¥SS Aa FaaSaaSRo¢

Sources
Total sources ae determined by adding together the following components:

General Fund Allocation;

RevenuegCitywide and Departmental);

Transfers In;

Bond Proceeds;

Available Surplus (Fund Balances); and

Expenditure Recoveries from providing Interdepartmental Services.

ogkhwNE

Revenues Definition
All City revenues fall into two basic revenue categories: (1) Citywid€2) Departmental.

1. Citywide revenue is budgeted primarily in the General City Responsibility (GEN) section of the budget.
These revenues are generally not attributable to a specific department, commission, or agency.
Citywide revenue estimates (e.g., Property Tax, Saledibé, Room Tax for the General Fund) are

AAAAA

LINE2SOGSR YR NBOASESR F2NJ I OOdzNI O o8& GKS /2y
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LINBLI NAYy3 YR NB@GASgAYy3I (GKSasS SadAaylraSazr GdKS al
& S | lNdyeted revenue amounts as a starting point, incorporating yeatate performance as well
as current economic information pertinent to the various revenue sources.

2. Departmental revenue is generated by the services, programs, or activities of a @arGayl
department, commission, or agency.

Revenue Forms

wS@SydzS F2N¥YAa H! X H. YR H/ N3 RdzS (2 GKS /2y0iNRTtf
submission deadline dfueslay, Februargl, 2023

All Departments

Form 2A: Run repoft5.30.003 Yy R FAf GSNJ 2y dawS3dzZ I NJ esSdneiudefeta ¢ (2 ak
submission.

Form 2B: Complete this form, indicating all modified and new fees for each department.

Form 2C: This should be completed for all fees included in Form 2B.

Reference Guide for Revenue Budgeting

1.
Property Taxes (Account Lvl 5 Namd100, Account codes 41011810999
Business Taxes (Account Lvl 5 Namd110, Account codes 41111811310
Other Local Taxes (Account Lvl 5 Namd120, Account codes 41211812999
Franchises (Account Lvl 5 Namd200, Accountcodes 42063@120640

Property taxes, business taxes, other local taxes, and franchises are citywide revenue sources budgeted by the
al@2NNad hTFFAOS® 5SLINIYSyldas O2YYAaaAirzya 2N F3ASyOaS
property tax or hoteltax)wil 6 S Ay F2NX¥SR o6& (GKS al@&2NnRa hFFAOS 27
commission, or agency BY and BY+1

2. Licensesand Permits  (Account Lvl 5 Namd200, Account codes 42011820620; 420710
42093)

Chargesfor Sevices  (Account Lvl Name4600, Account codes 4601047330)

Licenses, permit fees, and charges for services are budgeted by the department issuing the licenses or permits
or providing the services. In estimating revenue from these sources for BY andiByariments should review
trends of the past two years, consider yaardate receipts as well as current economic information.

Departments must also keep in mind that the revenue from these sources may not exceed the cost of providing
the service. If in dubt, departments are encouraged to complete Form 2C Fee Cost Recovery Form to determine
how much of the cost of the service is being recovered by the fee or charge.

Note: New or modified licenses,permits, or service chargesrequire the submisson of Form 2B.

3. Hnes, Fafeitures, and (Account Lvl 5 Namé250, Account codes 425110
Pendties 425990

Rents and Concessons (Account Lvl 5 Namé350, Account codes 435110
439909
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